Post-Tenure Review Material Preparation Guidelines
The purpose of this document is to provide guidance to faculty members for post-tenure review in preparing their dossiers. With a focus on the CV and personal statement, these guidelines offer recommendations for reporting publications and ongoing projects in the CV, as well as documenting accomplishments in the personal statement. Following these suggestions will help ensure that your dossier effectively communicates your professional contributions.
In addition, Iowa State’s Office of the Senior Vice President and Provost makes prior Promotion and Tenure (P&T) dossier packets available for review to help faculty better understand expectations and prepare their own materials. Faculty interested in accessing these packets should contact Mel Lee at mklee@iastate.edu.
Materials to be submitted
Candidates should submit the following materials to the department chair by January 26 (or the next business day).
· Cover Sheet
· All PRS(s) during the review period
· Vita
· Personal statement (approximately 4 pages)
Curriculum Vitae
· Reporting publications: Provide bibliographic citations for all articles, books, book chapters, or any other publications that you have authored or co-authored.
· Report different types of publications in separate sections, such as peer-reviewed journal articles, invited articles, and book chapters. 
· Clearly indicate if any publication is non-refereed.
· Carefully follow a citation format used by one of the premier journals in your field. 
· List all authors in the order that appears in the publication.
· If an article has been accepted for publication but has not yet been published, indicate “in press” or “forthcoming” in lieu of the publication year.
· Reporting research projects: Please use the following definitions and guidelines to indicate the status of each project.
· Conditionally accepted: a paper that has been accepted by a journal, conditional upon satisfactory revisions. 
· Under review: a paper that is being reviewed by a journal for publication. For each paper under review, indicate the journal and the round it is being reviewed (e.g., “under 2nd-round review, Journal of Consumer Research”). 
· Invited for resubmission: a paper that has been invited to resubmit to a journal for further review. For each paper invited for resubmission, indicate the journal and the round of review the paper has been invited for (e.g., “revise and resubmit for 2nd-round review, Journal of Marketing Research”). If the invitation is a reject-and-resubmit, make it clear in your CV (e.g., “reject and resubmit, Journal of Marketing”).
· Working paper: a completed or near-completed research paper that includes key sections such as the introduction, methods, results, and discussion, but is not currently in a formal peer review process. While generally well-developed, working papers may still be revised based on feedback or new insights prior to journal submission.
· Work-in-progress: an ongoing research project that is not yet in the manuscript preparation stage. 
· Reporting conference proceedings and presentations
· Report conference proceedings in a section that is separate from other publications.
· For each conference presentation, list the title of the presentation, the name of the conference or event, and dates and locations.
· In addition to documenting research activities, your CV should include your educational background, professional experience, teaching activities, and service contributions.
Personal Statement
· To document your research accomplishments, you may use the following tabular format to report your research output. In addition, it’s typically expected that your statement explains your research streams, research impact (e.g., citations, h-index, i10-index), and future scholarly agenda.
	Article Title
	Authors in published order
	Year
	Journal
	Dept. List Rank and Impact Factor
	Citation Count

	 
	 
	 
	 
	 
	 


· Report your teaching evaluations during the review period, including your overall and instructor ratings, departmental overall/instructor average, and college overall/instructor average ratings. PRR provides a “Course Evaluations and Grades” report for all the courses you’ve taught at ISU. 
· Describe both your institutional and professional service activities. 
· Overall, use the personal statement to provide a narrative regarding your contributions. Highlight your strengths and address potential weaknesses. For instance, to demonstrate your research independence, you may document your contributions to your publications and projects, following the “Guidelines on Documenting Contributions to Multi-Authored Scholarship” from the Provost’s Office website. As another example, if your teaching evaluations have fluctuated across semesters or courses, you may provide an explanation for the fluctuations.   
